
OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:
    Program Systems Director


            Approved by:
__________________
Salary Range:      Classified





   Date:               __________________




        

Supervised By:     President/CEO 
Supervises:
     Division Coordinators and Program Specialists as assigned
Personnel Classification:
    Leadership Team, Level 5

GENERAL DESCRIPTION

The Program Systems Director reports directly to the President/CEO and is a dynamic and strategic member of the organization’s leadership team.  The position provides vision, leadership, direction, and supervision to all aspects of the organization’s quality programs, to long-range program funding and to community partnerships.  Duties include developing, implementing and overseeing plans and budgets for the division as well as the development of systems, policies and practices that contribute to the effectiveness and success of the each division and the organization.

KNOWLEDGE & EXPERIENCE

Bachelor’s Degree in human services or business or an Associate’s Degree in human services or business plus four (4) years of extensive work experience.  Proven supervisory and management experience.  Experience in analyzing costs to make decisions affecting corporate profit and loss. Proficient in Microsoft applications including Word and Excel.  An understanding of the vocational rehabilitation and/or disability services would be beneficial.
SKILLS & ABILITIES

Must have the ability to create a positive work environment and utilize effective communication skills at all levels of the organization.  Effective analytical, problem-solving and decision–making skills to evaluate and respond to necessary changes.  Ability to work effectively with others in a multi-tasking environment.  Strong interpersonal skills enabling him/her to establish strong professional relationships with ODC customers, effectively lead Team Members, and develop an effective, supportive relationship with stakeholders to enhance the goals of the division as well as the corporation.  
OTHER QUALIFICATIONS

This is a key position within the corporation and must be capable of assuming a leadership role in collaborative management.  Travel as necessary for company meetings.
COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by: demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and complying with policies and standards set forth.
Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES
In collaboration with the corresponding Program Systems Director, provide creativity, vision, leadership, strategy and oversight in all aspects of the ODC’s programs and services.  Align all services and programs with our mission, vision, values and focus on quality.

1. Provide leadership, guidance and support to program staff.  The goal is to create a strong, results and outcomes oriented team by ensuring; the behavior of all staff members is consistent with organizational values; development and training opportunities exist for staff to maximize potential and prepare for future growth;  participation in organizational teams and committees to promote positive employer/employee relationships and outcomes.

2. Implement the principles of vocational rehabilitation to help nurture partnerships and relationships and further bond people to our mission and our organization.
3. Oversee the implementation of the Cashe program management system and work collaboratively with other internal departments to ensure successful outcomes. 
4. Secure funding for programs and services from a wide variety of funding sources.  In collaboration with the Leadership Team, develop, monitor, and as necessary, adjust the annual program budget. 
5. Develop a deep understanding of the various government program requirements and conduct analysis of ODC’s performance in these programs, in addition to having accountability for ensuring performance.
6. Ensure all internal controls and procedures are in place and administered consistently across the organization for contract activities and contract administration to ensure compliance.
7. Maintain a quality case file review system that is active and ongoing in each division to update and maintain accurate files at all levels of local, state, national and programmatic compliance.
8. Ensure program and service compliance with all ethical and legal requirements established by federal, state, and county governments, and national accrediting bodies (i.e. CARF) and internal policies and procedures as appropriate.
9. Develop and maintain effective working relationships by ensuring a sense of mutual trust, concern, respect and teamwork.
10. Actively participate in Leadership Team meetings to ensure; effective and efficient processes, procedures and practices are created and maintained.

11. Support, advise and provide counsel to the President/CEO on strategic issues in order to help shape and guide the organization’s operations. 
12. Perform other duties as assigned and as changing conditions require and new opportunities arise.

I have reviewed these job requirements and verify that I can perform all essential functions of this position.

______________________________________________
              _______/________/________
Signature







                   Date

